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AGENDA 
ITEM 

Travel Approval Form 

Department: 

Event Name: 

Location: 

Event Dates: 

Purpose: ☐  Required Continuing Education/Certification 

☐  Job Training 

☐  Other:

Name of Attendees:

Required Documents Checklist: 

 Same-Day Travel - Commissioners Court Approval is not required 

Overnight Travel 

☐  Travel Approval Form 

☐  Registration Information or Confirmation 

☐  Itinerary, Agenda, or Breakdown 

☐  Hotel Information, Confirmation, or Hotel Reservation Request Form 

For Out of State Travel, please also include:

☐  Cost Estimation Breakdown for Trip with Airfare, Rental Car, Meals, Hotel, Etc. 

☐  Narrative as to why the Out of State Travel is necessary 

Signature of Elected Official/Department Head:

Court Decision: 
This section to be completed by County Judge’s O�ice

Purchasing Department
Government Procurement Services - Using
Request for Proposals
Sugar Land, Texas
July 14, 2026
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